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the  office  and  where  reference  bulletins  are  filed  in  the  cabinet,  an  additional  letter-size  four-drawer 
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INTRODUCTION. 

The  question  of  adequate  records,  which  will  make  possible  com- 
plete and  accurate  reports  of  county  extension  work,  becomes  increas- 
ingly important  as  the  work  progresses,  the  larger  the  number  of 
workers  grows,  and  the  greater  the  funds  involved.  Complete 
records  and  accurate  reports,  however,  are  dependent  upon  a  system 
of  field  and  oflB.ce  records  which  makes  possible  accumulation  of 
definite  information  relative  to  the  work  throughout  the  year. 

The  system  of  records  outlined  in  an  earlier  circular  of  this  depart- 
ment ^  has  been  very  helpful  to  extension  workers  and  has  served  as 
the  basis  of  record  systems  developed  in  many  counties.  Since  that 
circular  was  issued,  however,  certain  phases  of  the  system  have 
become  inadequate  owing  to  the  expansion  of  the  county  program  to 
include  home  demonstration  and  boys'  and  girls'  club  work,  as  well  as 
county  agent  work,  and  to  the  new  methods  of  work  resulting  from 
the  development  of  community  programs  of  work  with  their  project 
leaders. 

The  system  of  records  outlined  in  this  circular  is  based  upon  a  care- 
ful study  of  record  systems  actually  in  use  by  county  extension 
workers  in  the  33  Northern  and  Western  States  in  1919.  The  system 
represents  the  best  ideas  of  the  field  workers  brought  together  and 
molded  into  a  workable  plan.  The  general  scheme  is  simple,  being 
easily  adapted  to  an  oflQ.ce  with  no  clerical  assistance,  and  at  the  same 
time  permits  of  expansion  to  meet  the  needs  of  a  county  having 
several  workers  and  adequate  stenographic  assistance.  It  is  believed 
that  this  system  will  materially  assist  agents  in  fonvarding  their  work 
and  also  insure  complete  records  of  accomplishments  as  the  basis  for 
reports. 

1  Circular  2,  Office  of  Extension  Work  North  and  West,  States  Relations  Service, "  Office  Filing  System 
forCounty  Agricultural  Agents,"  by  H.  B.  Fuller. 
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RECORD  OF  VISITS,  CALLS,  AND  MEETINGS. 

One  of  the  fundamental  things  in  record  keeping  and  the  one 
with  which  agents  apparently  have  most  trouble  is  the  keeping  of 
accurate  worth-while  records  of  service  rendered  and  progress  made 
in  forwarding  the  program  of  work  outlined  through  correspondence, 
telephone  calls,  office  calls,  farm  and  home  visits,  conferences  with 
committeemen,  and  meetings.  While  records  are  still  being  kept  in 
some  counties  of  all  the  service  rendered  the  individual  along  with 
other  information  as  to  his  farm  or  home,  the  practice  is  not  very 
general  and  seems  to  be  passing  into  disuse.  The  older  agents  who 
have  continuously  kept  these  individual  record  cards  for  two  or  three 
years  are  no  longer  making  use  of  them  in  connection  with  record 
keeping.  While  valuable  for  reference  purposes,  the  records  of  work 
with  individuals  do  not  permit  of  easy  summarization  for  purposes 
of  reports  or  of  keeping  in  close  touch  with  progress  made  in  develop- 
ing projects  and  community  programs  of  work. 

In  order  to  keep  a  record  of  service  requested  or  rendered,  and 
other  business  transacted,  special  forms  are  being  used  by  the  agents 
in  a  large  number  of  States.  There  is  a  striking  resemblance  in  the 
forms  and  method  of  their  use  in  these  States.  The  3^  by  5^  inch 
size  seems  most  satisfactory.  Figure  2  indicates  the  best  features  of 
the  slips  now  in  use. 


,192 

Community , Subject 

Name Address 

Telephone Farm  or  Home  visit Letter 

OfSce  call Conference  committeeman Meeting 


Follow-up:  Action Date. 


Fig.  2.— Record  slip. 


As  indicated,  the  larger  part  of  the  record  slip  is  blank  space  in 
which  to  write  brief  notes  as  to  service  requested  or  rendered  and  other 
business  transacted.     For  the  purpose  of  filing,  space  is  provided  at 
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the  top  of  the  card  for  indicating  the  name  of  the  community  and  line 
of  work  to  which  the  business  transacted  relates.  Provision  is  also 
made  for  the  name  and  address  of  the  individual  concerned.  By  the 
use  of  a  check  mark  the  means  or  agency  through  which  the  particular 
business  was  forwarded  is  indicated,  whether  by  telephone,  office 
call,  farm  or  home  visit,  letter,  conference  with  committeeman,  or 
meeting.  For  the  purpose  of  follow-up,  space  is  provided  at  the 
bottom  of  the  record  to  indicate  the  follow-up  action  rec^uired  and  the 
date.  For  convenience  in  use  about  the  office,  the  record  slips  are 
made  of  heavy  paper  and  bound  in  small  pads,  similar  to  the  ordinary 
scratch  pad.  The  record  slips  are  carried  in  the  field  either  by 
puncliing  holes  for  the  rings  of  the  pocket  notebook,  or  by  slipping 
the  stiff  cardboard  back  of  the  office  pad  in  the  pocket  of  the  ring 
binder.  The  3^  by  6  inch  end-opening  pocket  notebook  is  the  size 
most  commonly  carried  by  agents.  If  provided  ^vith  a  pocket  on  the 
cover,  it  will  readily  take  care  of  the  pad  of  3^  by  5^  inch  record  slips 
(see  cover  illustration). 

Each  morning  the  field  and  office  record  slips  for  the  previous  day 
are  summarized  by  the  office  clerk  to  find  the  number  of  office  calls, 
farm  visits,  and  similar  statistical  information  asked  for  in  the 
weekly  or  monthly  reports.  The  sHps  are  then  filed.  If  foUow-up 
is  involved,  the  record  slip  is  filed  under  the  proper  date  in  the 
follow-up  tray;  otherwise  it  is  placed  in  the  permanent  file  according 
to  community  and  subject  concerned. 

FOLLOW-UP  FILE. 

The  follow-up  file  consists  of  a  4  by  6  inch  desk  tray,  arranged  by 
months  and  by  days  for  the  current  month  (see  fig.  3).  Each  morn- 
ing the  office  clerk  takes  out  the  record  slips  accumulated  for  that 
day,  sees  to  such  matters  as  she  can,  and  brings  the  others  to  the 
attention  of  the  agent.  When  the  foUow-up  action  for  that  day  is 
completed,  proper  entry  is  made  on  the  record  slip,  and  if  further 
action  is  required,  the  sHp  is  again  filed  under  the  proper  date  in  the 
follow-up  tray. 

If  no  further  foUow-up  action  is  required,  the  slip  goes  to  the  per- 
manent file  under  the  proper  community  and  subject  heading.  As 
time  passes  the  daily  guides  are  set  back  under  the  next  month  and 
the  monthly  guides  are  placed  at  the  back  of  the  foUow-up  tray. 

PERMANENT  RECORD  SLIP  FILE. 

The  4  by  6  inch  permanent  file  for  office  and  field  record  slips 
provides  first  for  county- wide  projects  and  then  for  communities. 
Under  each  community  subguides  are  arranged  according  to  the 
program  of  work  being  carried  on  in  the  community.  Additional 
guides  can,  of  coiu^e,  be  added  at  any  time  if  other  important  lines 
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of  work  are  taken  up.  Service  rendered  or  business  transacted  not 
of  great  importance  and  not  related  to  the  lines  of  work  being  actually 
pushed  is  filed  under  a  miscellaneous  heading.     The  following  classi- 


FiG.  3.— Follow-up  file. 

fication  for  the  permanent  record  slip  file  is  based  upon  the  program 
of  work  of  a  county  having  a  county  agricultural  agent,  a  home 
demonstration  agent,  and  a  county  club  agent. 

CLASSIFICATION  KEY  FOR  RECORD  SLIP  FILE. 


County  extension  organiza- 
tion. 
Bee  culture. 
Clothing. 
Corn  variety  tests; 

ALLENTOWX. 

County  extension  organiza- 
tion. 
Corn  club. 
Farm  accounts. 
Home  nursing. 
Kitchen  equipment. 
Pure-bred  dairy  sires. 
Wool  marketing. 
Miscellaneous. 


COUNTY-WIDE. 

Farm  accounts. 

Food. 

Health. 

Home  management. 

Lime  for  clover. 

ANDOVER. 

County  extension  organiza- 
tion. 
Calf  club. 
Farm  accounts. 
Household  accounts. 
Livestock  marketing. 
Oat  variety  test. 
School  lunch. 
Miscellaneous. 


Marketing. 

Oat  variety  tests. 

Poultry  culling. 

Pure-bred  dairy  stock. 

Miscellaneous. 

BOSCAWEN. 

County  extension  organiza- 
tion. 
Clothing  remodeling. 
Corn  variety  test. 
Poultry  club. 
Poultry  culling. 
Pure-bred  dairy  sires. 
Miscellaneous. 
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Similar  guides  are  arranged  for  the  remainder  of  the  communities 
in  the  county. 

One-tliird  cut  guides  are  used  for  communities  and  one-fifth  cut 
guides  for  projects  or  lines  of  work  (see  fig.  4).  * 

The  advantages  of  the  plan  outlined  above  for  keeping  record  of 
work  accomplished  through  telephone  calls,  office  calls,  farm  home 
visits,  and  similar  means  are  its  simplicity  and  at  the  same  time  great 
flexibility.  Records  are  made  at  the  time  the  work  is  done,  and  the 
original  records  are  filed  direct  without  necessarily  making  a  single 


^  ,       POULTRY    ^     CULLING 

/    CORW  VAR.  CLUB 

'  T  EST 

/     CLOTHING 

/RB.ORGANU.'*^'^^''^'-*'*^  „^^^ 

/  BOSCAWEN 

/    SCHOOL     '      MSCL. 

/        LUKICrt  0'  OAT  VAR. 

I   LIVeSTOCI^  TEST 

.  /  HOUSEHOLD  ?MARRCTIHG 

/farhaccts,    ^^<'^^^^^ 

F.aoRGAmz.  ^    ANDOVER 

/      WOOL  «S^^ 

/HARKEtlNG 

*«f^«S  /     HOME       ^E<^"tPMEMT 

/  7     NURSING 

'FARM  ACCtS. 

/corn  club 

/F.B.ORGANll. 

/ALLENTOWN       ,p„„  ,„„/   mscl. 

/        SIRES 

/    POULTRY 
/OAT   VAR.     CULLING  ^ 

^^^^^  /LIME  FOR    MARKETING 

r     HOME      '       CLOVER 

/-  ^     MANA6. 

/    HEALTH 

/  FOOD 


Fig.  4.— Arrangement  of  guides  in  the  permanent  record  slip  file  where  the  farm  bureau  is  the  county 

extension  organization. 

copy.  Adequate  provision  for  follow-up  is  made  and  the  records  are 
so  classified  as  to  keep  the  agent  in  constant  touch  with  the  progress 
of  the  work  and  permit  of  easy  summarization  at  any  time.  Its 
greatest  commendation,  however,  is  the  fact  that  agents  are  actually 
using  the  various  phases  of  the  system  outlined,  and  that  it  is  in 
accord  with  the  best  practices  of  the  commercial  world. 

COMMUNITY  AND  PROJECT  FILE. 

A  large  nimiber  of  agents  are  interested  in  filing  certain  material 
other  than  notes  on  ofiice  calls,  farm  visits,  and  the  like  either  by 
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projects  or  by  communities.  This  is,  of  course,  necessary  in  order  to 
be  able  to  summarize  all  the  progress  made  on  a  particular  project 
or  in  a  particular  community.  A  letter-size  file  is  used  for  this  pur- 
pose and  the  material  is  classified  first  by  county- wide  projects,  and 
then  by  communities  subdivided  according  to  the  important  lines 
of  work  being  carried  on  in  those  communities.  In  a  particular 
county  the  classification  used  for  the  community  and  project  file 
would  be  the  same  as  that  used  for  the  permanent  record  slip  file 
(see  fig.  5). 


Fig.  5.— Community  and  project  file  showing  arrangement  of  guides  according  to  program  of  work. 

Under  the  county- wide  project  headings  are  filed  the  county  pro- 
gram of  work,  minutes  of  executive  committee  meetings,  lists  of  com- 
mitteemen, copies  of  written  projects,  project  reports,  minutes  of 
county  project  committee  meetings,  special  mailing  lists,  correspond- 
ence with  the  college  specialists  and  county  project  leaders,  reports 
of  county  project  leaders,  summaries  of  demonstrations,  and  similar 
material  relating  to  the  development  of  the  projects  throughout  the 
county.  Under  each  community  is  filed  the  material  relating  to  the 
work  in  that  community  such  as  program  of  work  outlines,  com- 
munity analysis,  minutes  of  community  meetings,  lists  of  farmers, 
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plans  for  demonstrations,  correspondence  with  community  com- 
mitteemen, reports  of  commmiity  project  leaders,  and  all  similar 
information  relating  to  the  work  in  the  particular  communit}". 

The  material  in  the  community  and  project  file  and  in  the  record 
slip  file  permits  of  easy  summarization  at  any  time  of  all  the  progress 
on  a  single  line  of  work  in  any  community  or  throughout  the  county, 
and  at  the  same  time  permits  of  summarizing  the  progress  made  in 
developing  the  whole   community  program   or  the    whole    county 

program. 

LETTER  FILE. 

The  practice  of  filing  letters  alphabetically  by  name  is  nearly 
miiversal.  Carbon  copies  of  replies  are  attached  to  the  letters  for 
filing  and  special  folders  are  used  where  there  is  much  correspond- 
ence with  a  person  or  firm.  If  a  letter  involves  follow-up,  a  record 
slip  is  filled  out  for  the  follow-up  tray.  If  the  letter  contains  infor- 
mation wliich  the  agent  desires  to  have  in  summarizing  progress  for 
reports,  a  record  slip  is  filled  out  for  the  permanent  record  slip  nle. 
The  keeping  of  ''Letter  lists''^  is  very  helpful  in  locating  letters  and 
other  material  which  have  been  filed. 

TRANSFER  OR  DEAD  FILE. 

At  the  end  of  each  year  letters  and  all  other  material  not  pending 
should  be  removed  from  the  working  files.  Some  of  the  material 
may  well  be  discarded.  The  remainder  should  be  placed  in  transfer 
boxes  ^inexpensive  file  boxes),  using  the  same  classification  as  in  the 
working  files.  A  convenient  way  is  to  remove  aU  material  intact 
from  the  working  file  to  the  transfer  box,  and  then  arrange  new  guides 
for  the  working  file. 

BULLETIN  FILE. 

The  bulletin  file  classification  based  upon  the  decimal  system  is 
most  commonly  used  by  agents.  The  following  ''classification  key, " 
used  in  indexing  annual  reports,  will  serve  to  illustrate  the  system. 

CLASSIFICATION  KEY. 

3.  Agricultural  technology. 


1.  Agricultural  education. 

1.1  Club  TTork. 

1.2  County  agent  work. 

1.3  Home  demonstration  work. 

2.  Agricultural  engineering. 

2.1  Drainage. 

2.2  Farm  and  home  macliinerv 


3.1  Canning. 

3.2  Meat  curing. 
Animal  husbandry. 

4.1  Beef  cattle. 

4.2  Horses  and  mules. 

4.3  Poultry. 

4.4  Swine. 


2.3  Irrigation.  5.  Dairy  hust)andr>'. 

2.4  Sewage    disposal    and    water  5.1  Butter  making. 

systems.  5.2  Cow  testing. 

1  Circular  2,  Office  of  Extension  Work  North  and  West,  States  Relations  Service,  "  Office  Filing  System 
for  County  Agjricultural  Agents." 


10      Department  Circular  107,  U.  S,  Dept.  of  Agriculture, 


6.  Entomology. 

6.1  Apiculture. 

6.2  Injurious  insects. 

6.21  Cereal    and    forage    crop 

insects. 

6.211  Army  worm. 

6.212  Chinch  bugs. 

6.213  Grasshoppers. 

6.22  Fruit  insects. 
6.221  Codling  moth. 

6.23  Truck  and  root  crops. 
6.231  Colorado  beetle. 

7.  Field  crops. 

7.1  Cereals 

7.11  Barley. 

7.12  Buckwheat. 

7.13  Corn. 

7.14  Oats. 

7.15  Rye. 

7.16  Wheat. 

7.2  Fiber  crops. 

7.21  Broom  corn. 

7.22  Cotton. 

7.3  Boot  crops. 

7.31  Potatoes. 

7.32  Sugar  beets. 

7.4  Miscellaneous  crops. 

7.41  Beans. 

7.42  Tobacco. 

8.  Forestry. 

9.  Home  economics. 

9.1  Clothing. 

9.2  Health. 

9.3  Home  management. 

9.31  Accounts. 

9.32  Equipment. 

9.4  House  planning  and  furnish- 

ing. 

9.5  Nutrition. 

9.6  Sanitation. 

10.  Horticulture. 

10.1  Fruit  culture. 

10.11  Orchards. 

10.12  Small  fruits. 

10.2  Landscape  gardening. 

10.3  Vegetable  gardening. 


11.  Organization  (cooperative). 

11.1  Crops. 

11.2  Farm  economics. 

11.21  Farm     loan     associa- 
tion. 

11.3  Live  stock. 

11.4  Marketing  and  purchasing. 

11.41  Creameries. 

11.42  Farmers'  exchange. 

11.5  Rural  life. 

11.51  Farm  bureau. 

11.6  Soils. 

12.  Plant  diseases. 

12.1  Cereal  and  forage  crops. 

12.11  Oat  smut. 

12.12  Wlieatsmut. 

12.2  Fruits. 

12.3  Truck  and  root  crops. 

13.  Rodents  and  predatory  animals. 

13.1  Coyotes. 

13.2  Ground  squirrels. 

13.3  Pocket  gophers. 

13.4  Prairie  dogs. 

13.5  Rabbits. 

14.  Rural  economics. 

14.1  Farm  management. 

14.2  Labor  supply 

15.  Soils. 

15.1  Cover  crops. 

15.2  Soil  erosion. 

15.3  Fertilizers  and  lime. 

15.31  Barnyard  manure. 

15.32  Commercial. 

15.33  Lime. 

16.  Veterinary  science. 

16.1  Cattle. 

16.11  Anthrax. 

16.12  Blackleg. 

16.13  Contagious    abortion. 

16.14  Tuberculosis. 

16.2  Horses. 

16.3  Poultry. 

16.4  Sheep. 

16.5  Swine. 

17.  Weeds. 


Each  main  division  may  be  divided  into  10  subdivisions  by  using 
zero  (0)  for  the  tenth.  Each  subdivision  may  in  turn  be  divided  into 
10  parts  and  this  division  continued  indefinitely. 

The  classification  key  given  above  is  simply  a  guide.  Division 
headings  may  be  eliminated  or  more  division  heads  added  as  the 
number  of  subjects  and  the  number  of  bulletins  demand.  No  card 
indexing   is  necessary,  the   bulletin  being  filed  directly  under  the 
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subject  to  which  it  belongs.  Reference  bulletins  may  be  filed  in 
special  bulletin  covers,  in  cardboard  bulletin  boxes,  or  in  a  letter- 
size  drawer  of  the  filing  cabinet,  depending  upon  the  individual 
preference  of  the  agent  and  the  space  available. 

BULLETIN  RACK. 

A  handv  device,  used  in  many  county  offices  for  displaying  bulletins 
available  for  distribution, 
is  the  wall  bulletin   rack 
(see  fig.  6). 

This  rack  is  usually 
placed  near  the  door  or  m 
a  place  equally  accessible 
to  people  calling  at  the  of- 
fice. It  consists  of  a  slant- 
ing rack  about  4  feet  high 
and  5  feet  wide,  havuig  a 
number  of  steps  Like  a  pair 
of  stairs.  On  each  step 
there  is  a  series  of  pockets 
each  holding  20  to  30  bul- 
letms  of  a  kind.  Each  suc- 
ceeding step  is  just  enough 
higher  than  the  preceding 
one  to  permit  the  titles 
of  the  bulletins  to  show 
plamly. 


Fig.  6.— Wall  bulletin  rack. 


PRINTS  AND  NEGATIVES. 

The  filing  of  prints  and  negatives  is  not  a  serious  problem  in  most 
counties  owing  to  the  small  number  of  photographs  taken.  The 
decimal  system  and  classification  key  suggested  for  reference  bulletins 
is  equally  satisfactory  for  photographic  prints,  using  a  4  by  6  inch  or 
larger  file  drawer,  dependmg  upon  the  size  of  camera  used.  Before 
a  print  is  filed  the  history  and  data  should  be  TSTitten  on  a  slip  at- 
tached to  it.  Each  print  should  bear  the  number  of  the  negative  in 
addition  to  the  print  file  classification  number. 

Negatives  are  placed  in  envelopes  numbered  to  correspond  to  the 
prints  and  filed  in  nimierical  order  in  a  second  4  by  6  inch  file  drawer. 
A  negative  is  found  by  first  looking  up  its  number  on  the  prmt  in 
the  photographic  prmt  file. 

NEWSPAPER  CLIPPINGS. 

Newspaper  clippings  of  material  prepared  by  the  agent  for  publicity 
purposes  are  pasted  on  letter-size  sheets  of  paper  and  filed  in  the 
'^community  and  project"  file  under  the  proper  community  or  project 
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headings.  Clippings  from  agricultural  journals  relating  to  subject 
matter  may  be  placed  in  a  bulletin-size  envelope  and  filed  with  the 
reference  bulletins.  This  method  makes  it  unnecessary  to  preserve 
entire  copies  of  papers  or  magazines  simply  for  the  sake  of  one  or  two 
articles  they  may  contain,  and  makes  the  material  readily  accessible 
when  needed. 

FARM  BUREAU  MEMBERSfflP  FILE. 

In  many  of  the  counties  cooperating  in  extension  work  the  county 
agent's  clerk  acts  as  assistant  secretary  for  the  farm  bureau  asso- 
ciation. The  following  suggestions  will  help  facilitate  handling  the 
membership  rolls  in  a  way  to  make  them  useful  to  the  extension 
agents. 

The  membership  card  or  blank  usually  contains  a  receipt  for  the 
individual  member  and  a  slip  to  be  turned  in  to  the  county  office,  and 
in  some  cases  a  stub  to  be  left  in  the  hands  of  the  solicitor  or  with  the 
secretary  of  the  community  committee.  The  slips  turned  in  to  the 
assistant  secretary  above  referred  to  are  filed  in  a  3  by  5  or  4  by  6  inch 
drawer  in  alphabetical  order.  A  good  method  of  keeping  a  permanent 
record  of  the  membership  by  communities  and  years  is  the  member- 
ship book.  For  this  purpose  any  blank  book  with  ruled  pages  is  suit- 
able. One  or  more  pages  as  needed  are  left  for  each  community. 
Space  is  provided  at  the  left  side  of  the  page  for  names,  and  opposite 
the  names  are  several  vertical  columns,  one  for  each  year.  The  names 
are  entered  in  alphabetical  order  and  designation  made  as  to  the  period 
for  which  dues  are  paid.  The  new  members  added  each  year  are 
entered  in  alphabetical  order  at  the  foot  of  the  list.  In  this  way  a 
complete  record  of  the  individual  member,  also  the  membership  in  a 
community,  is  kept  for  a  period  of  5  or  10  years  in  one  book. 

FINANCIAL  RECORDS. 

The  system  of  financial  records  kept  in  the  counties  depends  in  many 
cases  upon  the  demands  of  county  officials,  Smith-Lever  accounting, 
and  the  State  auditor.  The  double-entry  system,  while  unquestion- 
ably involving  the  most  work,  is  the  most  satisfactory,  since  it  makes 
possible  an  absolute  checking  of  books  and  bank  records. 

MAPS. 

The  use  of  a  wall  map  to  show  progress  being  made  in  developing 
the  program  of  work  throughout  the  county  is  a  valuable  addition  to 
a  system  of  office  records.  An  outline  map  of  the  county,  3  or  4 
feet  square,  showing  community  or  township  centers,  is  needed. 
Lines  of  work  under  way  in  each  community  are  indicated  by  means 
of  colored  map  tacks,  or  by  symbols,  each  colored  tack  or  symbol 
representing  a  line  of  work  or  some  phase  of  a  line  of  work. 
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CHARTS. 

Wall  charts  showing  proposed  distribution  of  the  agent's  time  b}^ 
months  and  by  projects  are  helpful  in  planning  work  in  advance,  and 
also  indicate  whether  more  work  is  being  undertaken  than  it  is 
possible  to  carry  to  a  successful  completion. 

CALENDAR  OF  WORK  CHART. 

A  chart  2  feet  high  and  3  feet  wide  is  divided  into  vertical  columns, 
one  for  each  month  of  the  year,  and  into  horizontal  columns,  one  for 
each  project  of  the  county  program.  In  the  rectangle  made  by  the 
intersections  of  month  and  project  lines,  space  is  provided  for  the 
agent  to  indicate  the  particular  phase  of  the  project  to  receive 
attention  that  month,  together  with  the  approximate  amount  of  time 
which  will  be  required. 

PROGRAM  OF  WORK  CHART. 

This  chart  is  very  similar  in  arrangement  to  the  ^'  calendar  of  work" 
chart.  Vertical  columns  are  provided  for  each  project  of  the  coimt}^ 
program  of  work.  As  many  horizontal  columns  are  provided  as  there 
are  communities  in  the  county.  In  the  rectangle  made  by  the  inter- 
sections of  community  and  project  lines,  space  is  provided  to  indicate 
progress  made  in  developing  the  various  details  of  the  project  in 
the  community.  This  chart  is  also  of  great  value  in  analyzing 
progress  made  in  developing  the  county  program  by  projects  and  by 
communities. 

OFFICE  CLERK. 

The  majority  of  agents  have  some  stenographic  assistance,  and  the 
amount  of  this  assistance  is  rapidly  increasing  as  agents,  farmers, 
and  county  officials  appreciate  that  it  is  not  good  economy  for  an 
agent  to  do  work  which  an  office  clerk  can  handle  more  efficiently. 
Not  all  agents  who  have  sufficient  office  help,  however,  realize  the 
extent  to  which  a  capable  stenographer  and  clerk  can  assist  in  de- 
veloping the  program  of  work  outlined,  provided  an  adequate  system 
of  field  and  office  records  is  inaugurated.  It  is  time  well  spent  for 
an  agent  to  install  an  orderly  system  of  office  records  and  train 
the  office  secretary  to  properly  handle  telephone  calls,  office  calls, 
and  a  large  part  of  the  routine  correspondence,  in  addition  to  keep- 
ing records,  typing  letters,  and  similar  work.  Conferences  of  office 
clerks  are  suggested  to  discuss  matters  of  office  management  and 
records  and  to  bring  about  increased  efficiency  in  county  offices. 
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